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Activities Report of the (33x ssif icatiess 
and Wage Division frm Jtdy 1, j^U to 
December 31® 19^1} « 


I* Introduction* 

. . | • 

As outlined in previous progress and p ograsi reports, the primary 
objective of the Class:' fication and We ;e Administration Program is 
to achieve and maintain a sound occvpa ional and salary structure 
for Agency positions, ■? hich provides f »r equitable salary alignment 
with compensation leve". b within and or -side the Federal Government 
and is responsive to t e unusual job e laracterietics and employment 
situations encountered in CIA. 

With this objective ir mind, our effor ,e during the past six months 
have included the fine i, review and ref lying for coordination of th@ 
Occupational Handbook f Qassiflcatic i Titles and Codes, which sets 
forth and defines all ypea of posiiit sb found in CIA; the review 
and approval with appi prlate classification changes of Tables of 
Organisation for many components; the conduct of classification survey®! 
the development, eeort ’ nation and publication of Position Standards! 
the processing o£;ind5 ddual position and persons! actions involving 
desk audit and analys: 1 of easting and proposed positions; and the 
preparation of a nurab< ’ of staff studies in the field of salary and 
wag© administration. fhese major program activities are described 
in detail in the folic ling pages a 

During the period completed, a number of organizations have proposed 
new Tables of Organization to reduce their authorized positions to 
thsir ..ceiling' figure i This type of activity has required careful 
clarification review to assure that the revised Table of Organization 
would be valid from the Classification standpoint. The problem ®n» 
countered in this regard is highlighted by one proposed change of a 
three hundred position Table of Organization in which the operating 
office requested that sixty-nine low grade positions be abolished 
and that ten percent of the remaining positions be changed to higher 
grades,, To facilitate the processing of this type of request, 
published Agency position standards have been helpful in providing 
a mutually acceptable basis for resolving differences; but sufficient 
standards to cover th® majority of positions are hot yet available e 
Ifetnrally, w® have been faced with a greater effort and one of time- 
consuming character in obtaining agreement from operating offices 
on proposals in which the requested grad© structure cannot be approved. 
In other words, it takes but minutes to say "yes", but "hours'* to 
say. "no, and make it stick" 0 
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Although a measure of assist ance has been obtained by the pnbli atxon 
of Agency Heg«3.ation Tables of Organization, which specifies 

job iMbr»sation: will accompany requests fos? 5/0 Changes, the major;. . 
organizational char |QS are generally ■ of such stated priority and 
immediacy that frequently they must ba approved subject t© receipt 
of job information at a later date,, This operating procedure, of, 
course , req uir es eonsidsrabl© follow-up on the part of the Division 
and dictates the character of a substantial portion of our futur^ 
workload* 

Dtcpiag the period the trend of the average grade of each eorapoaant 
Table of Organisation was closely observed, and eosparisons made over 
a five-year period* The evor— increasing grade . ; ,©vel and xus ■ budgetary 
significance were pointed out to operating offices particularly in j 
connection with Table, .of .Organisation 'changes* . Within the DD/I A2eh, 
operating offices adopted the approach of maintaining existing 
average grades to the greatest ©xtesst possible curing the development 
of new T/O c B e ■ 

In light of operating requirements set forth, ossr future plans call 
for the collation of additional Position Standards for positions _ 
soot ccffismois to the Agency, the conduct of Classification Surveys to 
establish fire and valid classification structures for existing . 
organisations and the increased familiarisation of operating oixieials 
Kith the value of classification to them ia achieving a sound personnel 
management program in their activity* 

Progress has been mad© in providing flexibility to meet emergency 
and operational staffing land assignment situations through the develop- 
vent and initiation of procedures for controlled temporary assign- 
ments of personnel to lower graded positions than the grade held® 

Additional procedural and instructional guides will ba 
published in the near future, of which an important publication 
currently being coordinated is the CIA. Occupational Handbook of 
Classification Titles and Codes, This will provide in ready reference 
form the Agency occupational structure, in which similar types of 
positions, are assigned to appropriate occupational groups, and a 
standard title, definition, sad occupational code is set forth for 
each category of position# 

Secent developments in the Agency Career Service Program as well as 
policy decisions received from the Office of the .Director and requests 
for classification services from the Deputy Director for Administration 
and other Officials emphasize the increasing need for the application 
of classification and wage administration techniques to all Agency 
positions and Components » Accordingly, an acceleration in the pace., 
of our activities wist be planned for and accomplished during ths 
coming year* pi! ■ 

WBTO. uTj<& 
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IX* Following is a distribution of the percentage of total staff time 
spent on the various activities during the reporting periods 


1© Classification 
Surveys* 


2© Position 
Standards* 


Characteristics Time Percentage 

Collection* recording* and analysis 20$ 

of duties and qualification require- 
ments information about all positions 
in particular organisational components 
or occupational categories# Presentation 
of classifications determined upon for 
the positions and coordination of results 
with Office concerned* Preparation of 
survey reports* 

Intensive analysis of positions 3m par^ 8$ 
titular occupational categories* Pre- 
paration therefrom of summary statements 
of the essential characteristics of the 
categories and of the levels of work 
therein* qualifications required there- 
for* and the lines of progression* 

Coord' nation of these products© 


3© Individual 
Classification 
Actions* 


Uo Table of Or- 
ganization Review 
and Distribution© 


Review of selected individual personnel 23$ 
actions In terras of the classification 
propriety. Such actions are those in 
which there are unresolved questions 
concerning the classification of the 
positions* and their resolution frequently 
requires desk audits and the preparation 
of descriptions. Category includes super- 
grade position review and recommendations ® 

Classification review of T/C proposals and 12$ 
preparation of OP recommendations to Dd/a© 
Distribution of approved. T/0»s and control 
of all T/0 records© 


Special Studies Preparation and coordination of regulations* 18$ 
and Staff Services© handbooks* and other guides on classification 

and wage administration matters* Staff support 
to AD/P on the CIA Supergrade Structure and 
related matters© Preparation of comments on 
applicability to CWD program of legislative 
and other proposals* Analytical studies on 
current problems of concern to CWD activities* 
Extension of machine tabulation methods in the 
presentation of information about occupational 
structure of Agency CoKponenis© Staff assistance 
to operating offices on classification problems© 

(The remaining staff tSme was divided between formal training within the 
Agency* leave* and details to ©th«* OP Division,.) 
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III. Position Analysis Surveys « 20$ Workload Factor 

Surveys conducted during the period# as listed in detail in 
Annex 1. covered a wide variety of agency activities. In 
general- small organizations were selected for survey rather 
than concentrating on efforts for a complete survey of any 
Major Component 0 This procedure was occasioned partly due to 
the fact that a large portion of our staff was eorarai feted during 
the early part of the reporting period to eosplet^ag the cos** 
prehensiv© survey of the entire Logistics Office 3 |£H] positions© 
Accordingly# later surrey assignments were based on specific 
requests from operating offices and took the necessity to cover 
a wide variety of occupations to provide material for the develop- 
ment of Position Standards© 

Surveys in the BD/P Area and in the Office of Communications Arcing 
this period were not feasible due to the necessity to devote our 
efforts to classification services in connection with the large 
number of re-organizations and the cut-back of component T/O^s to 
the ceiling authorization. Accordingly# in those areas individual, 
position analyses in connection with proposed T/0 or personnel 
actions were used as a substitute for organizational surveys© 

However, currently a member of tho Division is conducting a survey 
of selected positions in a number of overseas activities of Office of 
Complications j and plans have been developed to survey a sub- 
stantial WJfiber of DD/P position© on an occupational basis. The 
latter technique will probably prove to be more efficient in this 
areas; .due to baa.'. > similarities in many positions existing across 
organizational lines © 

IF. Position Standard® - 8$ Workload Factor 

Standards completed during ths period or nearing eoy$>letion (Annex 2)# 
will provide a practical basis for 'mlong classification and quali- 
fications determinations for a substantia;! portion of the Agency % Ui* 
positions in a number of occupational groups© As these standard© 
are corieeraed principally with DD/A, DD/I# Commo and Personnel 
position? . our efforts are being shifted to development of standards 
appropriate to DD/P-type positions © Of these# the Reports Officer 
standard is nearing completion# and the Area Operations Officer 
standard is underway. ' ■ • 

In order to provide a basis for qualifications review for the large 
number of personnel actions being processed by Placement and Utili- 
sation Division# this Division continued tbs program of developing 
" Interim Qualification Standards* 4 to fill, this immediate requirewsnt© 
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Thees standards will be subsequently replaced by complete Position 
Standards for each occupational category as the latter provide a better 
basis for qualifications as well as classification determinations * 

Due to survey coaffl&ti^nts, the pressure for processing of Tables 
of Organisation, and the conduct of special staff studies, a smaller 
percentage of staff effort was devoted to the standards program 
durin» the period than is ccKisidsred desirable ^ To strengthen our 
hand in regard to standards coverage, currently efforts are being 
directed to a Btreamlining of our standards format and the develop- 
ment of standard position descriptions as an acceptable substitute* 

A preferable solution* however* would be an increase in the Divlaien 
staff to provide additional standards personnel, 

Ve Individual Classification Actions - 23 % Workload Factor 


1, The percentage of tisae devoted to this category was approximately 
the same as that for the preceding six months; however* this 
percentage continues to be significantly smaller than for F'ffjioue 
years wherein it represented approximately 50% of total activity,, 
The Division continued to examine personnel actions effecting the 
incumbency of particular positions that have been "flagged** due 
to problems concerning their classification, In addition* It 
exasdned.’ personnel actions affecting positions about which the 
originating office specifically requested a classification review 
as in the case of career service and pmaotion addons. The large 
percentage of time devoted to the activity reflects the ausber of 
both flagged positions and specific requests for review. 


2, Du ring the period individual personnel actions were processed* 
a substantial portion of which involved the making of individual 

desk audits and the preparation and allocation of position descriptions * 
Statistics indicate that a significant proportion of the total nusber 
of position descriptions produced result from this category of activity. 
Consequently* despite the enaphasis upon surveys, it continued to be 
a fruitful means of securing the documentation of Agency positions* 
m descriptions being produced in this manner, 

3, Although not a direct classification responsibility, the service 
designation determination for positions, particularly in the DD/P 
Area, became a matter for our action in connection with individual 
personnel actions, i&asaaich as determination of the nature of the 
duties of each position was significant in establishing its service 
designation. 
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ho During th© period, an inerear lag pereentrgo of "turn-downs" on 
individual requests was noted, indicative of our current policy 
of reviewing all actions against positions which have not been 
fully documented during the processing of the Table of Organizations 

TIo Tables of Organization Bsvie and Approval - 1 2% Workload Factor* 

1 0 An nex 3 h ereto reveals that ajor T/0 revisions including in excess 
of |^^|positions were proc ased during th® 6 month period* la 
addition, approximately 000 requests involving tram one to fifteen 
positions each were reviewed processed, and disseminated 0 Sraas 
of the major problems eneoun ©red in this function were mentioned 
in the Introduction to this sport* 

2* The significant trend jin respect to processing major T/0«s is the 
provision tills Division is as. -king for a well-timed follow-up of the 
approved or tentative T/0 th rough the conduct of classification 
surveys or th© review and ®v luation of position descriptions pre- 
pared by th© OESponent conce nod 0 Currently, approximately 000 
descriptions are in process f n reparation by operating coaponents 
as an aftermath to tentative T/0 approval! and in connection with 
tho major T/G revision for C Tice of Training, arrangements have 
been made for a cos^lete cl« islfication .survey early in 1900* In 
addition, staff members .:r© low participating to a substantial 
degree in th© initial planning of T/0 revisions through the rendering 
of classification advice to operating officials faced with re- 
organizations. In one case. Foreign Documents Division, 00, a 
classification survey was completed praliaiaary to formal submission 
by th© AD/00 of the T/0 revision proposal* 

3® As in the case of individual personnel action request®, steps were 
takes to assure that sufficient facts were available to justify the 
classification structure for each new Table of Organisation* A 
large number of proposed positions war® approved at grades lower 
than requested by the operating office, but assy of these were 
resolved subject to later classification review, thus providing a 

substantial, future workload for th© staff* 

. , - - ^ \ ' ■ 

Ik, Baview of Project Tables of Organization continues, and efforts to 
obtain bettor documentation, though frequently verbal, are quit® 
fruitful* 
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VII* Special Studios and Staff Services « 18# workload factor* 

lo Representative Special Studies accoopllshed by the Division 
are listed in Annex U» As will be noted therein, the Division 
has been called upon to resolve certain problems in the field 
of Personnel Management that are much broader than the normal 
Classification and Wage Administration function 0 

2c A wide variety of staff services were provided to operating > 

components of the Agency, to Career Service Boards, and to other 
components of the Office of Personnel » Continuing consultations 
were held with representatives of offices serviced to answer 
questions and [give information concerning the classification and 
wage program and to resolve individual classification problems e 
Job information and recommendations based on desk audits were 
provided various Career Service Boards upon their request « Reccaa- 
raendatlons were given to Placement and Utilization Division con- 
cerning items such as proper salary and wage rates applicable 
to personnel actions, normal promotion progression for various types 
of positions and informal qualification requirements for positions 
not yet covered by official issuances* ^ufing the period a large 
masher of personnel from outside the Division were given orientation 
and briefing with respect to our program® These staff services do 
not lend themselves to glamorous report, but they occupied significant, 
mounts of staff time and most b© considered an integral part of 
our program* ■ ' 

?III» Program Objectives « 1 January 19 5$ to 1 July l9!?5* 


General 

An evaluation of the current status of the Classification and 
Wage Program of CIA reveals that the foremost objective for the 
coming period will continue to be that of achieving a sound 
occupational structure for the Agency, a structure which will be 
mutually acceptable by the operating offices, and Office of 
Personnel and which can be defended, if the necessity arises, be- 
fore the Bureau of the Budget or an y Congressional committee, 
on the basis of the functions and responsibilities of Agency positions 

To accomplish the objective, our plans call for the continuance of 
the Classification Survey and Standards Development Programs and a 
strengthening of our position in making appropriate classification 
determinations by the publication of Agency Regulations clearly out- 
lining the policy of the Director with respect to the responsibility 
and authority of the Office of Personnel in this regard® 
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3« To give additional sssistsucs to derating cts^posisjits in the 
davelcpraent of changes in their organisational and staffing 
structures, efforts will be devoted to assyring early publication 
of the CIA Occupational Handbook of Classification Titles and 
ucde@ as well as to esrtencling the coverage of our Position StandaMa 
asd Interim Qualification Standards # Al©o s m shall continue to 
mk® available to operating ccuponerts the services of staff r-isrsbera 
connection with T/0 development aa well as <tey*to«day classification 

pJTOblCR^o 

h 9 la c oanectioa with the Personnel Institute, it is contemplated that 

Division ®<s five lectures on Classification and Wage Adgdnlstratlon 
will better fajsiiliarise other mssfears of the PS Career Service with 
our function® e 
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As of the 
M 0v©rt w 
Ossrrent 


Plans have 
and the 


currant date, ocfeenaivB msrfsya are being initiated in the 
cover substantially ell positions la the Office of 
ligense and the Offsc® of Tra. in.i ng „ Surveys now Sn 
to be cossfLeted include the MjBBttBiMflMiiiilM OGD 

®&d the Basic Intelligence lilvisic®, ORR | 

teas deleted for mrrej of the Security Office 
“ '* Area of Office off Research and Resorts 

Within the w Cove rt B Area princip al survey d>Jsotiv®e incites a field 
t^p to positive fellwlzg a pending re- 

organisation of tnSc organisation, md the conduct of occupational 
surveys of categories of positions which are coiron to store than <m& 
BD/P cosaponente Gas© Officer and Ifeports Officer positions lend 
th®T®elves to this approach. Currently a meter of the Division i® 
surveying & saapUng of Office of Cos?mxaicatioK 3 . field positions 
during his field trip to th® Bur op can Area® 


25X1 B 
25X9A2 
25X9A2 
25X9A2 


3« ja response to a request frma the DD/A, a major survey MU be mdex~> 
taken of all MMnlatrativa Officer positions in the BD/A arsd DD/P 
Areas as wall as a survey of specialised Adminis trative positions. 

0ffic ®s*®» Logistics Officers, Finance Officers, etc c 
* WB^O^paytmental and Hold® This msrvGy will fc® a joint project 
of the Overt and Covert Branches and the Surveys and Standard® Staff, 
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1® Caspletioa ©f the 23 position standards projects nw underway* 

2 ° af - afta *5 a * d Position descriptions for positions which 

jalst in inter of Agm mqt organizations and in large 
©ogo Xsitelllgossee Assistant* Clork^Typiei* 9 

3„ standards or standard position descriptions for 

MalMstra^lTO categories of positions cowed by the proposed 
Administrative Officer and Specialized Administrative position 

toft . * 


k ° &^S?i^S°r 3i S i0SS "*? p ^ Hc£tio?l of 3? Interim Quelifieati 
standards listed in the appen d! v 

Sa 

6© 


on 


5S®s G S d Sear ^ pm - le&t±m o£ handbook of Classification 

SESSSE^ 1 stwtt ® 9 to 41,8 fi8ld of “*» % 


«df Isdliddisal 
action* 
both th© 

•n Table ef 


will b® rode available to handle the day-to-day flow 
actions and iadlvi&ssl preblei?.s which require preset 
” of thm e»w program will fee aixacd at keeping 
actions and the iadividml problems to a minimi* 


lo wrtc ® ate *f£ ^ ««W®» to occupy a substantial portion 

a hi S h priority* We are faced P 
T (° 2wi « loas Office of Trainings Office of 
Ihtelligems bj CSaro, Division, DD/P* and anticipate other 
important reorganisations to spring forth soon in th® DD/P area,, 
pwSOTt of practically unrestricted liscesse by 

S fiS S <o51°T/?L t0 S qU r t J / ° GhaKSQS * th ® generally 
2o ii^tS 8tin f SrS® 55 , 1 ® °«»* * «P«*W»* elements 5 «pre, 

to ff 1 a J t0 Position; detailing 

ram to 'che position, frequently making preparatory arrangements for 

and submitting a request to establish 
2**>*S^ lf C3iU ^ to th ® IwaWdwa** (or frequently a higher) 

% i8 Jaoat difficult to contort m 
objective review of the position* If the grade requested is not 
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warranted oa the basis of available job information* a going 
operation csa y b® adversely affected if the indi vidual cannot be 
utilised® Although the provisions of R ^■■can sojaetimes be 
used to provide for the individual 0 ® assignment to a position of 
lower grade than he holds* a more satisfactory solution ’would be 
for the operating office to obtain classification approval of the 
position before placing an individual in it* We have attempted to 
mate the offices concerned aware of this problem* but nevertheless s 
this type of ease still occur® at fairly frequent intervals « 

3o Although progress has been made in adjusting office T/o°s so that 
the Calling and Stesber of Positions coincide* a recent trend within 
the W/P Area of requests for increases in T/0 without a concosdtanb 
Increase in ceiling ie noted® If this practice continues* das si® 
fie&tiea difficulties will recur inasrmich as it ie generally not 
possible to determine which T/0 position® are to be filled and which 
positions will remain vacant du© to ceiling: requirements* thus re- 
sulting in an artificial shifting of duties of the vacant positions 
among the filled positions® 

f© Special Studies and Staff Services 3 

lo Studies and racoramendations on the CTA Supergrade Structure 
b® aflstrased to fee requested of the Division in the future® In 
addition^ existing eupergrad© allocations which have been In effect 
for varying lengths of time will bo reviewed and documentation for 
each position prepared® 

2o Existing machine records reports concerning Component grads distribution® * 
average Office grades* and our analysis concerning the significance of 
trends noted in the reports will be provided to Agency Official® « 

3® Studios with respect to extending the Service Designation to becoialng 
sm integral part of position title® are anticipated, 

h* In the field of regulatory Issuan ces, act ive participation in the 
developmen t and co ordination of Classification and Wag® 

Prograaj DeteiwiaatioUj and other Persormel Regulations 

is conteE§5lated 0 

Sr, So»» progress he.© been made in identifying military positions on 
Tables of Organisation* but considerable more policy and procedural 
work remains before this item is fully clarified and ?/o $ s are more 
definitive as to type of position® 

6 e Stops will bo taken to revise existing procedure© so as to expodit© 
the reassignment of personnel to new Tables of Organisation and thus 
to provide more accurate and current Position Control Register© to 
be provided to the operating components and the Personnel Office <> 
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ANNEX U 

LISTING OF REPRESENTATIVE 
STAFF STUDIES AND REPORTS 

1* Tafeleg of Work •rperienee Requirpraents and Allowable S^bgtitufcio^ ? 

Tables were developed for the following categories of positions s 

Specialized AdMnistrabive and General Professiorjal Positions 
Legal and Medical Positions 

Professional Engineering and Scientific Positions 
derle&Ljj Stenographic and Secretarial Position® 

T@eM.cian and Frt 2 fess,ional-Aid Positions 

Thes© tables constitute revisions and additioas to Tables previously 
developed for Administrative Officer and Social Selene® position categor- 
ies! Clerical* Stenographic, and Secretarial position categor&ssf and 
Professional S^ineeriag and Scientific position categories© The purpose 
of these tables is to iM?l©E^ nt the r esponsibility isposedupoa the 
Division fey Agency Regulation 31 March 1 9$k» £ the developrsmt 

of minims qualification requimmtSa They provide® for each grade 
within the cited categories, (a) general raquiresKnl® as to the Imgto 
and type of ©speriesiee required and (b) alternate rsqnire»nts as to the 
length md type of Agency experience) at the asset lower grades 0 and, ror 
th®. respective categories as a whole, pattern of lb® mowba of required 
sj&perienss for which various kinds and asssunt® of ednoaoion and training 
oM variola kinds of tests way h& substituted* Th© earlier tables have 
been used in th® forssrilatlea of siisiisa^ qualification requIreiRsnts in 
posi1d.cn descriptions, interim qualification standards, and position stand- 
ardSr. they have also been used by other caspoxsant® of OP in the review 
aad emanation of the qualifications of candidates for positions not 
currently covered by any of the other qualification statmsnts© The new 
table© incorporate nmeroas. change® la policy and practice, ■ including 
changes which would be required by the proposed aMiwfe&enfc to Regulation 
Protection* dated 15' October 195U© As soon as ^MMoa is raade 
with resrseet to this prepdsed aisendssent to Regulation these 

tables can b© issued© Since thay apply to a greater variety of positions 
they will no doubt provide additional assistance in determining sppropriat© 
qualifications for positions throughout the Agency* 

Patterns? 


In connection with discharging the responsibility of the Assistant 
Director for Personnel in the ads&nistration of the Agency promotion 
program th© necessity was apparent for satisfying Regulation ^Hsi 
tioa with respect to designating lines of work in which one grade promotions 
were proper and lines of work in which the normal advancement should be 
established at two-grade intervals within the GS-5 to GS-11 Inclusive 
range© Accordingly, th® Division studied past promotion practices in th© 
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emotion progression pattern?’ elsewhere in the Federal 

^ w-\ ■ «/\MA^a lAtoiAn.. jm A -nMnmci/\ /U^l X^9 



Agency as well 

SowaJd JL£s to the RegiOatiS, 1 Staff Study was prepared in which 
the^easensfor differentiating between one-grade and two-grade proEo- 
tions for the various lines of work were set for th 0 

fttmftr of 



A staff study was prepared for the DBGJ setting forth the 
nfS S© of Personnel as to the proper eupergrade structure for 
CIA in terms of : (1) Total numbs? of author ised ^smons, C2) ga^ 

^a-HHhwtinn, of Bunergrade positions , and (3) distribution or supergrene 
SSSS-SdS oL aspect of the study (mhsequently 

abandoned) related to a tsroposaX to provide a supplesmtery ^xacuo-ae 
Par^MfLen for individuals occupying positions determined to b© of super grade 
X-laS SdS Tthe G 3-15 1 ^ 1 bsc 8 u 8 3 of oupsrgrade celling tMc- 
tioM This study required a detailed review of supergrad© positions and 
patterns in other agencies including th© Office of Defense lfobiliaation| 
Business and Defense Services Msdnistration^ Federal Civil MMni ~ 

Stratton, Atomic Sugary Commission, the Department of State-, Foreign _ 
Orations MmiulStioa, 0. 8. XnforMtion *gpi my. It also entoA 34 a 
ateay of the organisation of tfcesa agencies. smS a review of |«i*“ . 
organisational structure throughout the Goverwsent Service? As a ies *f-^ 
o/thie study wo expect that a sound end equitable system for the estab- 
lishment and control of super grade positions can ba put into effect. 



The study of functional relationships between the Office of Fersojnai 
and the Logistics Office was completed during the report^ p^iod^ J 1 ds 
*t«dv which was conducted tar a throe-man task force, of which the CUP 
smtlr served as leader, required th® preparation of fJanctionaJ. statements 
setting forth the respective responsibilities of each B! ^ision of th 
Office of Personnsl for each type of personnel fUncUon and activity, 
contrasted with th® parallel responsibility of the Chief, Logistics 
Office, Logistics Office Fsrsonasl Officer, and Operating Division and 
Staff Chiefs of th® Logistics Office for each personnel function* Flew 
charts to show th© origination, processing, distribution, end disposition 
of all personnel documents used in carrying out all personnel functions 
were alsTdevoloped* Finally, based on proposed function^ responsibilities 
a staff authorisation for the Logistics Office Personnel Branch was 
recommended* With th© implementation of th® proposals resilting from 
this study, which is now under way, it is anticipates! that there wiU be 
a si gnif icant improvement in th© operation of th© personnel function of 
the fogisticso It id' expected also that the proposals will immi&i;. a 
pattern for impr ovement of personnel activities in other operating 
components of the Agency* 

rational Ta chn jaues 

A procedure for using a variety of more efficient techniques to 
develop and maintain current position descriptions for all Agency positrons 


t'-sm 
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was developed,, me procedure Includes the folIWIag items: Meat 

Mditional Description, Position Description itondaent. Statement of { 
Differences, Standard Position D e scr iption , Reinstated Description and 
Documented Job Information^ The procedure incorporates methods use4 
by other Agencies which are adaptable to CIA, including an adaptation 
of a Position Description Atson&rsssnt used by the Department of the Interior 
for which the Classification Chief of the Bureau of Reclamation received 
a meritorious award o It is ejected that -the 'tachbiquas developed win 
greatly accelerate the development of full coverage of positions through- 
out the Agency and will facilitate the smiatemnee of descriptions on a 
current basis,. 


Systems '*•' .. . 

Procedures ware developed;- to, regulate the assignment aid use of 
position numbers ard. to establish a record card control over the assign-* 
meat of numbers,, The basic ^purpo se of the procedure regulating the 
assignment and use of position number a is to eliminate changes in numbers 
of the extent possible consistent with good classification practice, in- 
order to facilitate the tracing of changes in positions, to avoid un~ ; 
realistic reassignment®, to .'facilitate the maintenance of position 
description and job inf orimtion files, and to minimis® the necessity for 
preparation of SF-SO's®.' The Position Card Register will provide a 
chronology of the organisational and classification status of T/0 
positions, . 





A supplement to tbs Occupational Handbook of Classification Titles 
and Codes were developed to cover all '’ungraded positions” included on 
the Agency Table of Organisations, Approximately §Q categories of positions 
are involved® Codes, titles,; definitions and abbreviations Ware devised, 
and the complete suppXeEmt is now undergoing coordination within the 
Diviexoa 0 Upon approval, it'.; is '-.expected that the supplement will faoiiit&t® 
the uniform and equitable classification of ungraded positions throughout 


A detailed study of personnel turnover and classification of positions 
ip the Fiscal and Finance Divisions was made in order to develop 'a- report 
to the Inspector General to, .answer ccsmBSts pertaining to these problems 
The study required a review;' of .personnel files to abstract significant 


data, the computation of rates of reassignment and departure, a comparison 


with classification 
and m esplanation of 
Regulations® 



relating to siidler positions in other agencies, 
policy and responsibility under Agency 
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la response to a request from the Director of Tt&irdLng, the Division 
prepared a Staff Study to the Deputy Director of Central Intelligence in 
which the pros and cons of a plan to award incentive* pay for acquisition 
of language and area knowledge skills were sun®ariaed 0 In this connection 
the British Intelligence Service incentive pay plan for language proficiency 
was analyzed as well as the; policy of Department of State and U Q So Foreign 
Operations Administration in this connection* The study 0 © conclusions 
pointed out the fact that information and agreement on the nature and J 
extent of the Ag®ncy°s needs for specific foreign language skills as well 
as area knowledges did not exist at this time* Therefore, until categories 
of positions in which said Neills were prerequisite could be identified 
end existing employee language and area skills could, be quantitatively 
and qualitatively inventoried, evaluated, and matched against Agency 
requirements, no basis existed for the granting of incentive pay for 
language or area study® 



Hearing coupletion as the report period ended was a study of idle 
trend of the Agency average grade over a period of six years, including 
an analysis of the reasons for the upward trend, conclusions regarding 
the significance of the tread , and recommendations to the Director with 
respect to action required to achieve a sound classification structure for 
the Agency® 
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